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Introduction  

This user guide is written for use with Excel 2003 and 
describes how consolidate (append) several yearsô data files 
into an Excel worksheet that can be used for historical 
analyses. 

File Preparation 

Opening and Importing Data Files 

 
Open Excel.  From Excelôs menu click on óFileô and select 
óOpenô 
 
 
 

 

Identifying the Source Data File Type 

Locate, and open your MCA II data.   
 
By default, Excel will ólookô for and display other 
Excel documents, so youôll need to set óFiles of typeô 
to óAll Files(*.*)ô so that you can see and select the 
desired source data.  This should be a ó.txtô file, NOT 
an Excel ó.xlsô file.   
 
Click óOpenô 

 

ñBut, What If I Canôt See The 3-Letter File 
Extension?ò 

Please refer to the appendix if you need guidance on 
this topic. 
 
 

 

Follow 3 Steps 

Because the file youôll be opening is a tab delimited text file 
youôll need to go through a 3 step, text import wizard.   
 
 
The first step requests you to confirm whether the text file is 
Delimited, or Fixed width.  
 
Select óDelimitedô, then click óNextô. 
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Make sure that thereôs a checkmark next to óTabô in Step 2, 
then click óNextô. 
 
 
 
 
 
 
 
 
 
 
 
The third and final step in the Text Import Wizard offers you 
the opportunity to make any last-minute updates to the 
source data characteristics. 
 
In this case, change ALL columns from óGeneralô to óTextô. 
 
Tip: Select the leftmost column heading, then drag the 
horizontal scrollbar all the way to the right.  Hold the óShiftô 
key down while selecting the rightmost column.  Click the 
óTextô radio button.  If youôve done this correctly all column 
headings will now say óTextô instead of óGeneralô. 
 

 

 

Append Subsequent Data 

In the example discussed here, 
there are only 2 files that will be 
combined; one from 2008 and 
one from 2007. 
 
There is more than one way to 
append data in Windows, but 
the method discussed here will 
be recommended and 
supported. 
 
Select the next available cell in 
column óAô. 
 
Click on the menu label óDataô.  
Select óImport External 
Dataô>ôImport Dataô. 
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Youôll see the now familiar 3-step, Text Import Wizard 
pop up after youôve located the next file to open.  Just 
repeat the instructions given earlier for this and any other 
subsequent data loads. 
 
When finished, click on óFileô.   
 
Select óSave Asô 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
émake sure youôre saving as a ótab-delimitedô file type! 
 
 
 
 
 
 
 
 
 
Excel will assume that you 
donôt know what youôre doing 
and bring up the following 
óobjectionô: 

 
Click on óYesô. 

 
 
 

 
 

 
When you go to close the file, Excel will ónagô you again 
about this.  Since you just finished saving the file, just 
say óNoô to this message. 
 

 

Grooming Data 

MCA II Data Groomer Vn.x is an Excel spreadsheet utility that was written to facilitate rapid MCA II file ócleanupô.  It does 
itôs business, sometimes operating on over a million cells of data in a District Student Results (DSR) file usually in under a 
minute.  Itôs actually kind of entertaining to watch while itôs working ï almost like the óscrubbing bubblesô commercial on 
television. 
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ñWhere Do I Get the MCA II Data Groomer?ò 

The Data Groomer and User Guides can be downloaded from ARCCôs website at: 

 
http://www.arcc.org/Assessments/assessments.htm 

 

ñWhat Does the MCA II Data Groomer Do?ò 

The Data Groomer loads your órawô MCA II data and puts creates column titles, trims test dates to test years, renames test 
subjects from single letters to entire words, joins student last name, first name and middle name into ONE field to facilitate 
quick/easy lookups, renames achievement level codes into entire words, calculates strand proficiency percentages and 
formats numbers to sensible decimal values. 

Configuring Security 

Unless youôve already configured Macro Security to 
run macros, upon opening the workbook, youôll 
probably get a Security Warning and not be able to 
run macros.  Thatôs not so good.   
 
What you need is the choice to run macros or not, 
like the screen shown to the right. 
 
 
 

 

 

Setting Macro Security 

If youôre having trouble running macros, click on Tools, 
select Macro, then select Security 
 
 
 
 
 

éthen set your security level to Medium and click the button labeled 
óOKô 
 
 
 
 
 


